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ELM Learning Administrator 

ELM Employee Self-Service 

ELM Employee Self-Service 
How to use the UPK:  

  

Step 1: Click the expand button to open the course.  

Step 2: Each course is broken down into lessons.  Click the expand button to open a lesson.  

Step 3: Within each lesson are topics.  Click on the topic you want to open.  

Step 4: Once you select your topic, select one of the playback modes to view.  

  

  

Playback Modes:  

  

See It mode - Enables you to learn by watching an animated demonstration of the steps for a task 

being performed in a simulated environment.  All the required activities, such as moving the 

mouse and entering data, are completed automatically.  

  

Try It  mode - Enables a user to learn interactively in a simulated environment.  The user is 

prompted for mouse clicks and/or keystrokes to complete the task.  

  

Do It mode - Is used with the Live application.  The UPK will hover in the lower right of the 

screen providing visual instructions.  Written instructions will guide them step-by-step through 

the process.  
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Lesson 2: Enrolling in an Activity 

 

2.1 Enrolling in an Activity 

Learners have the ability to log into ELM self-service to enroll in activities.  Security rights will 

determine what activities will be viewable when searching the catalog.  

Procedure 

 
By the end of this topic, you will be able to: 

 

- Navigate to the Search Catalog page. 

- Enroll in an activity. 

 
 

Step Action 

1. Begin by navigating to the Search Catalog page. 

 

Click the ELM SS Search Catalog link. 
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Step Action 

2. Click the Collapse Menu button. 

 

3. The Search Catalog page is used to search for learning activities, catalog items and 

programs. 

4. Click in the Search the Catalog field. 

 

5. Enter the desired information into the Search Activities field.  

 

Enter "Cultural Awareness". 

6. Click the Search Activities button. 

 

7. Notice all the activities entitled Cultural Awareness are returned. 

8. Click the Cultural Awareness (HRMS2008) link. 
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Step Action 

9. Click the Enroll  button. 
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Step Action 

10. Click the Submit Enrollment  button. 

 

11. You have successfully enrolled in the activity: Cultural Awareness. 

12. Congratulations!  You should now be able to: 

 

- Navigate to the Search Catalog page. 

- Enroll in an activity. 

End of Procedure. 

2.2 Enrolling in an Activity with a Waitlist 

Activities can have a capacity limit.  When the capacity limit is reached, the system can 

automatically create a waitlist.  If an enrolled learner drops enrollment in the activity, the system 

automatically enrolls the first person on the waitlist.  

Procedure 

 
By the end of this topic, you will be able to: 

 

- Navigate to the Search Catalog page. 

- Enroll in an activity with a waitlist. 
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Step Action 

1. Begin by navigating to the Search Catalog page. 

 

Click the ELM SS Search Catalog link. 

 

 

 
 

Step Action 

2. Click the Collapse Menu button. 

 

3. The Search Catalog page is used to search for learning activities, catalog items and 

programs. 
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Step Action 

4. Click in the Search the Catalog field. 

 

5. Enter the desired information into the Search Activities field.  

 

Enter "Cultural Awareness". 

6. Click the Search Activities button. 

 

7. Click the Enroll  link. 
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Step Action 

8. Click the Submit Enrollment  button. 

 

9. Notice Lee Lundberg has been successfully placed on the waitlist for the activity: 

Cultural Awareness. 

10. Congratulations!  You should now be able to: 

 

- Navigate to the Search Catalog page. 

- Enroll in an activity with a waitlist. 

End of Procedure. 

2.3 Viewing My Learning 

The My Learning  page will allow learners to review their five most current activities and/or 

programs.  Learners can also enroll in an activity, delete or drop an activity or program and 

modify supplemental learning from this page.  

Procedure 

 
By the end of this topic, you will be able to: 

 

- Navigate to the My Learning  page. 

- View your learning history. 
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Step Action 

1. Begin by navigating to the My Learning  page. 

 

Click the ELM SS My Learning link. 
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Step Action 

2. Click the Collapse Menu button. 

 

3. The My Learning  page displays all learning activities in which a learner is currently 

enrolled in, completed or has been waitlisted for. 

4. Click the "Cultural Awareness" link. 

 

5. The Activity Progress page displays detailed information about the selected 

Activity. 

 

In this example, you are able to view specific information for the Activity: Cultural 

Awareness. 

6. Notice Julie Kennedy is currently enrolled in the activity: Cultural Awareness. 
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Step Action 

7. Click the scrollbar. 

8. Use the View Schedule and Locations link to view specific details about the 

activity (i.e., physical address, the date and time of the activity and the specific room 

number where the activity will be held). 

9. Click the Return to Previous Page link. 
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Step Action 

10. Click the Cultural Awareness link. 

 

11. Notice this learner is also on the waitlist for the same Activity, but for a different 

day. 
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Step Action 

12. Click the Return to Previous Page link. 

 

13. Users have the ability to drop enrollment or drop activities where they have been 

placed on the waitlist from the My Learning  page. 

14. Congratulations!  You should now be able to: 

 

- Navigate to the My Learning  page. 

- View your learning history. 

End of Procedure. 

2.4 Viewing All Learning 

From the All Learning  page, learners can view all learning activities they are scheduled for or 

planned as well as any activities they are currently enrolled in or that they have completed.  

Learners can also enroll, drop or modify learning from this page.  

Procedure 

 
By the end of this topic, you will be able to: 

 

- Navigate to the All Learning  page. 

- View a learners learning history. 
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Step Action 

1. Begin by navigating to the All Learning page. 

 

Click the ELM SS All Learning  link. 
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Step Action 

2. Click the Collapse Menu button. 

 

3. The All Learning  page lists all the activities in which a learner has enrolled in, 

waitlisted for and/or completed. 

4. Use the Filter Name field to view different types of information pertaining to a 

users learning. 

5. Click the Cultural Awareness link. 

 

6. Lee Lundberg has completed and passed the activity:  How to Have Fun at Work. 
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Step Action 

7. Click the scrollbar. 

8. Click the Return to Previous Page link. 

 

9. Notice the different status' for each activity.   

10. Congratulations!  You should now be able to: 

 

- Navigate to the All Learning  page. 

- View a learners learning history. 

End of Procedure. 

2.5 Dropping an Activity 

The My Learning  page is used to drop an activity.  From this page, learners can also view all 

activities they are currently enrolled in, wailtlisted for, completed and learning requests that are 

pending approval. 

Procedure 

 
By the end of this topic, you will be able to: 

 

- Navigate to the My Learning  page. 

- Drop an activity. 



 

Training Guide 
Enterprise Learning Management 9.0 

 

 Page 17 

 
 

Step Action 

1. Begin by navigating to the My Learning  page. 

 

Click the ELM SS My Learning link. 
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Step Action 

2. Click the Collapse Menu button. 

 

3. The My Learning  page is used to view a summary of your learning activities, 

certification status and objectives. 

4. Click the Cert 1 Test link. 

 

5. The Activity Progress page allows you to view the activity details prior to 

finalizing the drop action. 

6. Notice this learner is currently on the waitlist for this activity. 
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Step Action 

7. Click the Drop button. 

 

8. The Review Information page is where you verify one last that the selected activity 

is correct. 

 

You can also view whether drop charges will apply. 
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Step Action 

9. Click the Drop button. 

 

10. You have successfully been dropped from the activity: Cert 1 Test . 

11. Congratulations!  You should now be able to: 

 

- Navigate to the My Learning  page. 

- Drop an activity. 

End of Procedure. 

2.6 Adding Supplemental Learning 

Learners can add supplemental learning to their training plan via self-service.  Supplemental 

Learning is any learning that is not listed in the catalog.  

Procedure 

 
By the end of this topic, you will be able to: 

 

- Navigate to the Supplemental Learning page. 

- Add supplemental learning to a learners training plan. 
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Step Action 

1. Begin by navigating to the Supplemental Learning page. 

 

Click the ELM SS Supplemental Learning link. 
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Step Action 

2. Click the Collapse Menu button. 

 

3. Note: To enter education units for tracking purposes, the "External Learning" 

supplemental learning type must be selected from the drop-down list. 

 



 

Training Guide 
Enterprise Learning Management 9.0 

 

 Page 23 

 
 

Step Action 

4. Click the Type list. 
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Step Action 

5. Click the External Learning  list item. 

 

 

 
 

Step Action 

6. Click the Continue button. 
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Step Action 

7. Enter the desired information into the Title  field.  

 

Enter "How to Use Microsoft Office Suite". 

8. Click in the Description field. 

9. Enter the desired information into the Description field.  

 

Enter "How to use Microsoft Office Suite applications". 

10. Click the Status list. 
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Step Action 

11. Click the Planned list item. 

 

 

 


